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1. The purpose of the fifl{ was *to review RMR's rrocedure for I
State degpatchec and cables with' ;ar“icﬁ’ar enphasis on- ghe fi“ing
mestheads for source chrSs. ° -

2. pState's mastuead 111: were 4in excellent condition. Mr. Bu.xe;
conducted the tour; 1qdicatac that the-apasthead files were very sat
for their operationsg. RMR ie: recpousible for servicing by source
subject State foreign service: aespatcies, telegrams (lncominfw and ougﬁ
post instructions, and a considerab‘g'namber of incoming domestic ang

letters and diplomatic rotes. The mastaeads are used in both the nﬁ!er;
source file’and the Bubject files. .ir. Jany wastheads are grepared ad
needed for cross: reﬁEIEEEErnnrpoqe - The mastheads—are wiitizedfor

telegrams, and pogt i“strucﬁiens, %7 scurce cards must be prepa
domestic and foreiun lettexs,,diglomatic notes, and othexr correspondgnc
does not have the usud) State masthead.” The 5x° cards are prepared‘gg'f s
cabalog sectlicn which hak a Té of 17 with 15 on board. Wr. Burke Tadicatec
that 20 typists were required-tc complete their job. The typists hal J
sibilities other than the t';;ng of the source cardsg.

3. Another aspect ¢ RFR'E operations which wight prove benefigd
Documert' Division was & nultico Cre&'fldw chart which indicates whe;
ments in proceses can be logate d "Each lacoming document” i§ logged 4
file by post and despateh nunﬁer by date of receipt. The szecurity ¢
tion is also indicated in the cerdex Tile if the document is Secret @
and alsc a JW 1s noted fcr Joint Weeka's. KRR can check.the cardex

determine the dale of receipt. ﬁf a docurent and locate L. in proces
I!

L, Many phadéd of RMR's operations are not similar £6 Clrcul
procedures. The Pollowing peinls ehdtll YBe considered: ™ °

a. Only atthorfzediRFR perpoinel siay use the Sodrde and
files. This is in concrgst tq q;ea source card Pixas “in Clre
Branch. : :

g d

b. RMR ddes nok jse the m#@edical source-f47 “
numbers or for anclcgure+ixacrmdﬁiau Lo the extent~%h&t th
and other w@ﬁb&fq “f C;r?niat‘c
files TOOEC BRI ; i




c. The mautheads casz be consulted in RMK elther b‘y a numerical
or subject approach and tiherefore no cne file is used extensivej_#_
In Circulation Brauciy, thers ie o?h* “one source ‘card file which if
utilized all the Hime. .

d. RMR files cthaigzﬁta’ae &ocumentar,v materlal cnl,y and :
of it has a uniform. Tormat:z -This 4 “in contrast to the CIA files,
which conteain cards on all *%he- doctmenteary material in the lerar}

Many of these documeénts do Jnot -have »__S'Landard format, and the biblip-
graphic informatien-is sr'alered on the form.

€.

RMR uiilizes = 5-*’9&3‘ Epaﬁ "br retiremert purpoeeo and [
employe telephone .service ci mastheads thai have been yetired. Thé

CIA Library files .are @ complete récord of documents received sinci
1948 or 1546,

5. The RMR operation has many points which might be of value to

Circulation Branch and conaderablj more which might be of interest to
Document Division.
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